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ast  month,  physical  security  of  file     ^^ 

servers  was  discussed.  This  month, 
I  we  will  look  at  the  physical  security  of 
desktop  and  portable  computers,  which  is  an- 
other important  aspect  of  network  security. 

It  is  suggested  that  desktop  computers  be 

physically  locked  so  that  mecharusms  inside  will 

not  be  tampered  with  or  removed.  Several  years 

ago,  when  computer  memory  was  at  a  premium  price,  it  was  not  unusual  if 

memory  was  stolen  out  of  computers  left  unlocked.  Power  supplies,  hard 

disks,  and  diskette  drives  have  also  been  popular  items  to  be  removed  and 

sold  to  unsuspecting  customers  on  the  open  market. 

'Sometimes,  it  may  be  necessary  to  secure  workstations  or  desktop  comput- 
ers and  peripherals  to  a  work  surface  with  a  locking  device.  There  are 
several  hardware  products  available  that  use  cables  and  locks  to  anchor 
workstations  and  accessories  to  the  desk  or  other  fixture.  These  types  of 
mechanisms  may  be  used  on  computers  located  in  areas  accessed  largely  by 
die  public. 

Disk  locks  are  another  way  to  secure  the  workstation  or  portable  computer. 
These  small  devices  are  quickly  inserted  into  the  diskette  slot  and  lock  o.ut 
any  other  diskette  from  the  unit.  They  can  prevent  unauthorized  booting 
from  diskettes  and  infection  from  viruses. 

The  State  Policy,  Workstation  and  Portable  Computer  Security,  indicates  that  a  tag 
that  includes  the  name,  address  and  phone  number  of  the  agency  must  be 
attached  to  the  outside  of  all  portable  computers.  This  will  help  to  track  as 
well  as  prevent  some  thefts  of  computers.  Thieves  sometimes  hang  out  at 
airports  and  wait  for  people  to  come  through  the  metal  detectors  with  por- 
table computers.  They  will  take  the  computer  before  die  air  traveler  has  die 
opportunity  to  retrieve  it  from  the  examining  machine,  and  then  sell  it  on 
the  open  market. 

All  of  these  suggestions  will  make  desktop  and  portable  computers  more 
physically  secure.  For  more  information  regarding  physical  network  secu- 
rity for  desktop  and  portable  computers,  contact  Lynne  Pizzini,  Network 
I  Security  Officer,  at  444-4510,  ZIP!/Oudook  or  e-mail  at  lpi2zini@state.mt.us. 
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Desktop  Operating  System  Strategy 


The  following  strategy  for  desktop  operating  systems 
was  endorsed  by  ITMC  at  its  December  meeting. 

Background 

For  the  last  several  years,  ISD  has  supported  the  foUow- 
ing  desktop  operating  systems  as  state  standards: 

Windows  95       preferred 

Windows  3.1      for  older  PCs 

(386  or  486  with  4-8M  memory) 

DOS  for  really  old  PCs,  strongly  recom- 

mend mo\'ing  to  Windows 

Windows  98  was  released  this  past  year,  and  ISD  has 
recendy  been  recommending  that  new  PC  purchases 
include  Windows  98.  Windows  NT  is  also  becoming 
more  popular,  and  even  required  in  some  instances. 
Therefore,  it  is  time  to  re-examine  our  state  standards 
and  update  them  appropriately. 

Industry  Analyst  Advice 

GarmerGroup  has  published  numerous  papers  regard- 
ing this  issue.  The  following  is  a  compiladon  of  key  items 
from  these  published  reports  and  from  the  October  1 998 
Gartner  Symposium. 
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Gartner  provides  the  following  strategic  planning 
assumptions: 

■  Windows  98  and  Windows  NT  will  coexist  in  most 
enterprises  through  2002,  fulfilling  separate  needs 
(0.8  probability) 

■  Through  year-end  2000,  90%  of  all  organizations 
attempting  a  lOOyo  pure  NT  migration  at  the  desk- 
top and  mobile  level  will  fail  and  will  end  up  with  a 
mix  of  Windows  9x  and  NT  (0.9  probabilit)-). 


■  Standardization  of  end-user  systems  to  NT  v.5  will 
not  be  justified  in  most  enterprises  through  2002 
(0.8  probability) 

Garmer  also  offers  this  specific  advice: 

■  Windows  98  does  not  offer  enough  compelling 
features  to  warrant  a  migration  from  Windows  95 
for  the  majority  of  users. 

■  New  machine  purchases  should  remain  with  Win- 
dows 98. 

■  Windows  98  is  a  better  choice  than  Windows  NT 
for  legacy  hardware,  mobile  computing,  and  legacy 
16-bit  applications. 

■  Organizations  should  not  buy  into  the  NT  platform 
convergence  hype.  They  should  deploy  both 
Windows  9x  and  Windows  NT  in  the  areas  where 
thev  are  most  appropriate. 

Other  factors  influencing  operating 
system  choice 

A  number  of  other  issues  have  been  discussed  manv 
times  at  NMG,  ITMC  and  ITAC,  which  ha\e  an  influ- 
ence on  operating  system  choice.  Minimum  level  of 
technology  (to  reduce  support  costs),  and  deployment 
of  MT  PRRIME,  the  Microsoft  Office  Suite,  and  the 
Exchange  e-mail  system  are  all  pushing  desktops  toward 
a  32-bit  operating  system.  Agencies  already  have  the  ma- 
jority of  desktops  converted  to  Windows  95  or  higher. 
It  is  expected  that  nearly  all  desktops  will  be  on  a  32-bit 
operating  system  by  the  time  the  new  e-mail  system  is 
fuDy  deployed  (July  1,  1999). 

Recommendations 

■  Continue  supporting  Windows  95  and  add  Windows 
98  and  Windows  NT  4  \Xbrkstation  to  the  supported 
software  list  effective  immediately. 

■  Drop  DOS  and  Windows  3.x  from  the  supported 
software  list  effective  December  31,  1999. 

■  Deploy  Windows  98  on  all  new  PCs  purchased, 
except  when  Windows  95  or  NT  4  is  specificalh' 
needed. 

■  Evaluate  NT  5  and  Windows  2K  after  diey  become 
available,  probably  in  the  2001  timeframe 

For  more  information  on  desktop  operating  systems 
strategies,  contact  Randy  Holm  of  the  Systems  Support 
Bureau  at  444-2824,  ZIP!/Outlook  or  e-mail  at 
rholm@state.mt.us. 
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Enterprise  E-mail 
Conuersion  to  Outlook 

The  deployment  of  the  new  enterprise  e-mail  schedule 
continues  to  run  on  time,  in  spite  of  a  slight  slow  down 
during  this  quarter's  legislative  session.  All  agencies  are 
on  track  to  be  converted  by  July  1,  1999. 

About  4,300  Oudook  mailboxes  have  been  created  on 
the  Microsoft  Exchange  servers  located  in  the  Mitchell 
Building  data  center.  Training  on  the  new  e-mail  prod- 
uct is  being  held  across  the  state. 

The  E-Mail  Implementation  Team  is  beginning  to  look 
beyond  the  mail  and  calendaring  feamres  of  Outiook 
and  will  begin  planning  on  how  the  enterprise  could 
implement  such  things  as  fax  capabilities  and  public  fold- 
ers. Work  also  needs  to  be  done  on  a  local  government 
pilot  and  directory  synchroni2ation  with  the  University 
System. 

For  more  information  on  the  project,  contact  Wendy 
Wheeler  of  the  Policy,  Development  and  Customer 
Relations  Bureau  at  444-2856,  ZIP!/Outiook  or  e-mail 
at  wwheeler@state.mt.us. 


Expanded  Customer 
Support  Hours 

Through  the  month  of  April  -  while  die  1999 
legislature  is  in  session  —  the  ISD  Customer 
Support  Center  will  have  expanded  hours  to 
better  serve  customers  working  non-traditional 
hours. 


The  new  hours  are: 
Monday  -  Friday 
Saturday 


6  am-8  pm 
8  am-Noon 


The  Customer  Support  Center's 
phone  number  is  444-2000. 

In  addition  to  these  hours, 
calling  444-2000  vAW  put  the 
caller  in  touch  with  data  center 
staff  and  on-call  staff  if  necessary 


MT  PRRIME  Agency  Inbound 
Financial  Interfaces 

MT  PRRIME  software  will  replace  SBAS  on  July  1  of 
this  year.  Twenty-one  agencies  have  identified  systems 
that  currendy  maintain  inbound  interfaces  to  SBAS  and 
the  Warrant  Writer  System. 
Over  the  next  few  months 
these  agencies  will  be  re- 
sponsible for  rewriting  and 
testing  inbound  interfaces 
that  have  developed  over 
the  past  25  years.  The  chal- 
lenge is  to  complete  the 
process  in  time  to  transmit 
agency  information  to  the  new  PeopleSoft  application 
and  avoid  any  disruption  to  critical  business  financial 
functions. 

A  two-part  parmership  is  required  for  success  and  the 
goal  is  to: 

Inventory  existing  systems/interfaces  with  SBAS/ 
Warrant  Writer  and  determine  whether  to: 

■  retire  the  system 

■  interface  the  system 

■  complete  general  ledger  chart  field  work 

■  design,  build,  and  test  inbound  interfaces 

■  retire  old  interface 

The  inbound  interface  topic  is  one  of  the  most  impor- 
tant parts  of  the  project.  MT  PRRIME,  with  assistance 
from  affected  agencies,  is  developing  the  interface  test 
plan  schedule.  Agencies  will  identifi,-  the  date  they  will 
be  ready  to  test  the  interfaces.  Once  that  is  completed, 
MT  PRRIME  will  be  able  to  complete  die  final  testing. 

On  a  related  topic,  some  agencies  who  do  not  have  suf- 
ficient time  to  complete  their  interface  work,  will  utilize 
a  temporary  translate  process  to  transmit  information 
to  PeopleSoft.  Additionally,  a  good  deal  of  work  needs 
to  be  completed  for  outbound  interfaces.  For  example, 
an  interface  ■uill  be  constructed  to  transmit  PeopleSoft 
payroll  information  to  PERD  systems. 

For  more  information  contact  Anita  Varone  of  MT 
PRRIME  at  444-2013,  ZIP!/Oudook  or  e-mail  at 
avarone(S)state.mt.us. 
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Centralized  Imaging  Services 


e 


Centralized  Imaging  Services  are  now  a  REALITY! 
The  ITMC  Electronic  Document  Management  and 
Imaging  Systems  (ED MIS)  Subcommittee  has  been 
working  to  develop  and  provide  a  centralized  imaging 
service  proposal  for  all  state  agencies.  Since  many 
agencies  cannot  justify  the  cost  of  their  own  system,  a 
centra]  system  is  the  only  feasible  alternative.  Agency 
interest  in  imaging  services  has  been  high,  agency  money 
has  not.  Thanks  to  the  commitment  of  two  agencies, 
the  Departments  of  Labor  &  Industry  and  Revenue, 
the  centralized  imaging  services  will  be  implemented. 
Initially,  the  primary  service  of  the  centralized  imaging 
services  will  be  the  scanning  and  conversion  of  paper 
documents  into  electronic  format.  Agencies  will  have 
online  access  to  a  server  housed  in  ISD's  data  center. 
The  server  will  provide  document  management  capa- 
bilities and  online  access  to  agencies'  stored  images. 
The  system  is  very  scalable  and  capable  of  growing  with 
future  demand. 

ISD  and/or  KPMG  Peat-Marwick,  our  parmer  in  imag- 
ing will  make  the  following  functions  and  services  of 
the  centralized  imaging  services  available: 

■  Feasibility  studies 

B      Return  on  investment  analysis 

■  Workflow  analysis 

■  Business  process  re-engineering; 
forms  analysis  and  design 

■  Hardware  installation 

■  Hardware  maintenance 


Calendar  of  Events 

February 

^m      Information  Technology  Managers 
^      Council  (ITMC)  8:30-11  am, 
Dept.  of  Transportation 

^^      Information  Technology  Advisory 
Council  (ITAC),  8:30-10:30  am 
Rm  111,  Metcalf  BIdg. 

March 

^m      Information  Technology  Managers 
Council  (ITMC)  8:30-10:30  am, 
Metcalf  BIdg.,  Rm  111 


■  Client  software  installation,  updates, 
and  maintenance 

■  Database  administration 

■  Custom  application  development 

■  Internet/Intranet  interface  development 

■  Backup,  securit)',  and  disaster  recovery 

■  Operational  support 

A  scan  operation  center  is  planned  at  the  Records 
Management  Bureau  (RMB)  where  agencies  can  con- 
vert their  paper,  microfiche,  or  microfilm  documents  to 
an  electronic  format.  Agencies  can  opt  to  temporarily 
borrow  the  portable  scan  operation,  or  purchase  their 
own  equipment  and  scan  the  documents  at  their  office. 

System  implementation  is  scheduled  to  be  completed 
by  May  1 999.  A  cost  recovery  structure  has  been  devel- 
oped based  on  number  of  users  and  the  amount  of 
storage  utilized  on  the  server. 

Electronic  document  management  and  imaging  pro\ide 
numerous  benefits  to  users.  In  addition  to  massive 
paper  reduction,  users  will  enjoy  extremely  fast  docu- 
ment retrieval,  data  summary  and  reports,  plus  the 
ability  to  keep  all  documents  related  to  one  issue  in  one 
easy-to-find  location,  just  to  mention  a  few. 

For  more  information  contact  Brett  Boutin  of  the  Policy, 
Development  &  Customer  Relations  Bureau  at  444-051 5, 
ZIP!/Oudook  or  e-mail  at  bboutin@state.mt.us. 

1999-2000  Biennial  Pian 

Published  biennially  by  the  Informa- 
tion Services  Division  (ISD)  of  the 
Department  of  Administration,  the 
Information  Technology  Plan  provides  an 
overview  of  the  state's  information 
technology  accomplishments,  envi- 
ronment, initiatives,  and  plans. 

The  plan  is  available  online  at 
www.state.mt.us/isd/planning/ 
IT_BOOK.  For  a  printed  copy, 
contact  ISD  at  444-2700.  Questions  or  comments 
regarding  the  Information  Technology  Plan,  may  be  directed 
to  Wendy  Wheeler  of  the  Policy,  Development  and 
Customer  Relations  Bureau  at  444-2856,  ZIP!/Outlook 
or  e-mail  at  wwheeler@state.mt.us. 
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Equal  Access  Options 

Does  selecting  a  Long  Distance  Telephone  carrier  have  you  confused? 
Intralata  calls  versus  Interlata  calls  have  you  confused?  Does  the  term 
EQUAL  ACCESS  have  you  befuddled?  You  are  among  many  Americans 
faced  with  the  same  dilemma,  if  you  answered  yes  to  any  one  of  these  questions. 

It  all  began  in  1 984,  when  the  Federal  Government  ruled  that  AT&T  was  a  monopoly. 
AT&T  was  then  required  to  "divest"  its  holdings  in  the  local  dial  tone  offices.  Many  rules 
and  regulations  were  established  and  Local  Access  Transport  Agreement  (LATA)  bound- 
aries were  created.  Start  up  long  distance  carrier  companies  saw  this  as  an  opportunit)'  for 
their  piece  of  the  pie.  Local  Exchange  Carriers  (LEC)  are  companies  who  sell  dial  tone, 
plus  local  and  long  distance  calls  »-ithin  die  LATA  boundaries  (INTRALATA). 

Inter  Exchange  Carriers  (IXC)  are  companies  who  don't  sell  dial  tone  but  are  allowed  to 
sell  long  distance  services  across  die  LATA  boundaries  (INTERLATA). 

Now,  here's  the  real  message  of  diis  article.  ISD  has  a  contract  established  with  US  WEST 
for  the  State's  INTRALATA  long  distance  calls.  ISD's  Telecommunications  Operations 
Bureau  constandy  strives  to  negotiate  with  long  distance  carriers  for  the  best  possible 
long  distance  rates  be  it  INTRALATA  or  INTERLATA  calling.  Montana  Equal  Access 
recendy  sent  out  letters  stating  that  as  of  February  4,  1999,  you  may  change  to  the  long 
distance  carrier  of  your  choice.  Because  of  the  contracted  rates  that  ISD  has  negotiated  with  US 
WTB,ST,jou  need  not  and  should  not  do  anything  regarding  the  letter.  As  an  example,  US  VCTiST 
recend)-  began  advertising  their  9p/ minute  evenings  and  night  program.  Their  dajtime 
rate  is  220/minute.  Through  contracts  witii  US  WEST,  AT&T  and  US  SPRINT,  ISD  only 
charges  .145p/minute  —  a  significant  savings  over  commercial  day-time  rates. 

As  a  final  note,  you  may  be  shopping  for  better  long  distance  rates  for  your  personal  use. 
You  need  to  be  informed  and  shop  around  for  the  best  deals.  Competition  has  brought 
rates  down,  but  be  sure  you  ask  questions,  i.e.,  Does  the  time  of  day  or  the  day  of  the 
week  matter  regarding  the  rates?  How  much  are  calls  within  a  fift)'  or  one  hundred-mile 
radius,  etc.?  Does  the  length  of  the  call  matter?  Get  the  information  in  writing. 

For  questions  about  long  distance  carriers  or  more  information  about  this  article,  contact 
Les  Smith  of  the  Telecommunications  Operation  Bureau  at  444-1203,  ZIPlOudook  or  e- 
mail  at  lesmith@state.mt.us. 


LATA  is  your  Local 
Access  and  Transport 
Area.  Calls  that  originate 
and  terminate  within  the 
outlined  portions  of  this 
map  are  referred  to  as 
inraLATA  calls.  Calls 
outside  of  these  areas  are 
handled  by  other  long 
distance  companies. 
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Xpediter  for  the  Mainframe 
Programmer 

ISD  will  be  sponsoring  training  for  Xpediter/TSO 
and  Xpediter/CICS.  The  Xpediter  products  have 
been  installed  on  the  State  of  Montana  Mainframe 
system  since  1995.  Xpediter/TSO  can  be  used  in  the 
batch  environment  to  test  and  debug  COBOL  and  PLl 
programs.  Xpediter/CICS  can  be  used  to  test  and  de- 
bug COBOL  and  PLl  programs  running  under  CICS. 
We  are  currendy  licensed  for  Xpediter/TSO  release  6.4 
and  Xpediter/CICS  release  7.0. 

Some  of  the  product  features  are: 

Xpediter/TSO 

Dynamic  file  allocation  from  your  execudon  JCL 
Automatic  abend  detection 
Re\aew  execution  in  the  reverse  direction 
Analyze  program  logic 

Xpediter/CICS 

Automatic  abend  detection 
Analyze  program  logic 
Interface  with  AbendAid/CICS 
VSAM  File  Utility 

Three  training  sessions  have  been  scheduled  at  the 
Helena  College  of  Technology: 

Training  for  Xpediter/TSO  will  be  two  individual 
one-day  classes,  February  9  and  then  repeated  on 
February  10,  1999.  Class  hours  are  9  am  to  4  pm. 
Please  sign  up  for  only  one  day  of  Xpediter/TSO 
training. 

Training  for  Xpediter/CICS  will  be  held  on  Febru- 
ary 11,  1999  from  9  am  to  4  pm. 

You  must  fill  out  a  State  Training  Enrollment  Applica- 
tion that  can  be  found  at  the  back  of  this  issue  and 
forward  it  to  HCT. 

For  additional  information  contact  Glen  Stroop 
of  Systems  Development  Support,  ZIP!/Out- 
look,  or  e-mail  at  gstroop@state.mt.us.  ^ 


OS/390  Upgrade 


Technical  Services  is  in  the  process  of  upgrading  the 
OS/390  operating  system  to  release  2.6.  Along  with 
the  IBM  operating  system,  several  other 
vendor  software  products  will  also  be  upgraded,  such  as 
our  security  product  ACF2.  OS/390  R2.6  has  several 
new  enhancements.  These  include: 

■  A  Web  Server  Application  Server  which  allows 
Internet  access  to  applications  and  data  stored  on 
the  IBM  832  mainframe 

■  The  inclusion  of  JAVA  as  a  supported  IBM  language 

■  Fast  Ethernet  Support  (100  mb/sec) 

■  Secured  Sockets 

■  TN3270E  support 

This  release  of  OS/390  provides  a  viable  way  to  con- 
solidate multiple  distributed  UNIX  systems,  thus  allow- 
ing for  server  re-integration.  It  will  give  information  tech- 
nology in  Montana  the  ability  to  mix  applications;  i.e. 
MVS  only,  UNIX  only  or  applications  widi  MVS  and 
UNIX  content.  UNIX  System  Services  are  now  an  inte- 
gral part  of  MVS.  There  have  been  multiple  performance 
improvements  in  OS/ 390  UNIX  including: 

■  Multiple  process  Multiple  User  Support 

■  Shared  Memory  improvements 

■  Logical  File  System  (LFS)  optimization 

■  New  socket  functions 

Other  IBM  software  products  that  are  upgraded  in  this 
release  include  MVS,  VTAM,  TCP/IP,  JES2,  LE/M\'S, 
C+  +  ,  ISPF,  and  SDSF  Performance  for  TCP/IP 
protocol  has  been  significandy  improved.  Benchmarks 
run  by  IBM  suggest  that  FTP  (File  Transfer  Protocol) 
improve  up  to  400%  and  interactive  sessions  up  to 
1400%.  We  will  run  our  own  benchmarks  once  these 
products  are  installed  then  report  back  on  our  findings. 

Over  the  next  few  months,  look  for  articles  that 
feature  these  new  enhancements  to  OS/390. 

If  you  have  any  questions  about  the  new 
release  of  OS/390,  please  call 
Robin  Anlian  of  the  Com- 
puting Operations  Bureau  at 
^        444-2898,  ZIP!/Outiook,  or 
e-mail  at  ranlian(gstate.mt.us. 
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Job  Scheduler  History  File 

Have  you  ever  been  frustrated  by  the  fact  that  the 
active  job  queue  in  Job  Scheduler  (Control-M)  only 
contains  the  jobs  for  a  24-hour  period,  starting  at 
noon  and  ending  at  11:59  am  the  next  day?  If  you  need 
to  imow  the  ending  status  of  a  job  and/or  the  associ- 
ated msgclass  sysout  information  for  that  job,  long 
after  it  was  run,  here's  a  solution. 

The  History  file  option  has  been  implemented  in  Job 
Scheduler.  This  function  allows  users  to  control  the 
length  of  time  a  job's  sysout  information  is  retained  in 
the  history  file.  The  retention  is  not  automatic.  Users 
must  specify,  via  the  job's  schedule  definition  screens, 
how  long  to  retain  the  sysout  information. 

In  ISPF,  go  to  UJ.2,  and  then,  on  page  two  of  the  sched- 
ule definition,  you  will  see  a  new  line  of  options: 

RETENTION:  #  OF  DAYS  TO  KEEP  #  OF  GEN- 
ERATIONS TO  KEEP 

Of  these  options  you  can  specify  one  or  the  other,  but 
not  both.  Valid  entries  for  the  '#  OF  DAYS  TO  KEEP' 
parm  are  000-999,  and  valid  entries  for  the  '#  OF 
GENERATIONS  TO  KEEP'  are  00-99,  however,  use 
the  following  guidelines  when  deciding  how  long  to  keep 
your  msgclass  output.  ISD  recommends  keeping  daily 
jobs  for  a  maximum  of  5-10  days,  monthly  jobs  for  1-2 
generations  and  yearly  jobs  for  1  -2  generations.  The  most 
recent  versions  of  the  sysouts  will  be  retained  once  you 
reach  your  specified  number  and  the  oldest  version  will 
be  removed.  The  history  file  is  updated  every  day  at  noon 
during  TMEWDAV  processing. 

Authorized  users  can  access  the  history  file  by  entering 
'HI'  from  the  command  line  of  the  active  job  queue 
(option  UJ.3)  of  the  lOA/Control-M  panels.  To  access 
the  sysout,  enter  V  beside  the  job  you  want  to  view  and 
press  enter.  You  will  then  see  a  screen  titled  JOB 
ORDER  EXECUTION  HISTORY.  To  view  the 
sysout  information,  enter  an  's'  beside  the  job. 

For  questions  or  assistance  in  setting  up  the  retention 
parms  for  your  schedule  definitions,  contact  either  Mike 
Krings  of  the  Computing  Operations  Bureau  on  444- 
1815,  ZIP!/Outiook  or  e-mail  at  mkrings@state.mt.us, 
or  Cheryl  Heiner  on  444-9616,  ZIP!/Oudook  or  e-mail 
at  cheiner@state.mt.us. 


ViewDlrect  [RDSl 

Conversion  Update 

The  new  release  of  ISD's  report  distribution  soft- 
ware is  ready  to  be  implemented.  ViewDirect  (RDS) 
Release  6.1  will  be  activated  the  weekend  of 
February  20*,  1999.  As  mentioned  in  the  January  1999 
ISD  News  (&  Views  article  entitled  Report  Distribution 
Vpdate,  users  of  DocumentDirect  must  be  on  version 
2.1  in  order  to  be  compatible  with  ViewDirect  6.1. 

Following  are  some  of  the  significant  changes  and 
enhancements  in  ViewDirect  (RDS)  version  6.1. 

Year  2000  certification  -  Mobius  certifies  that  ViewDirect 
for  MVS  6.1  meets  all  the  requirements  for  operation  in 
the  year  2000  and  beyond. 

Find  command  enhanced  -  The  find  command  can  be 
used  to  find  the  first,  last,  or  previous  occurrence  of  a 
text  string. 

Performance  enhancements  -  The  new  version  of  RDS 
contains  several  enhancements  which  may  not  be 
apparent  to  users  of  the  system  but  do  enhance  the 
system's  performance. 

Online  help  screens  are  available  when  using  ViewDirect 
for  MVS  by  pressing  PFl.  For  assistance  with  the  instal- 
lation of  DocumentDirect  2.1  or  any  aspect  of  ISD's 
automated  report  distribution  system,  contact  the  Com- 
puting Operations  Bureau:  Dave  Smith  at  444-2857,  ZIP! 
or  e-mail  at  dasmith@state.mt.us,Jan  Lewis  at  444-2901, 
ZIP!  or  e-mail  at  jalewis@state.mt.us  or  Diane  Haun  at 
444-3336,  ZIP!  or  e-mail  at  dhaun@state.mt.us. 

ITMC  January  Meeting 

The  Information  Technology  Managers  Council 
(ITMC)  meets  monthly  to  review  technology 
issues  that  affect  state  government.  The  group  met 
on  January  6,  1999. 

The  CouncU  is  forming  a  new  subcommittee  to  look  at 
Web  Serv^er  Standards. 

Complete  minutes  of  the  meeting  are  available  on  the 
ISD  website  at  http://www.state.mt.us/isd/groups/ 
ITMC. 

For  more  information  on  the  activities  of  ITMC,  con- 
tact Wendy  Wheeler  of  the  Policy,  Development  and 
Customer  Relations  Bureau  at  444-2856,  ZIPl/Oudook 
or  e-mail  at  \^'wheeler@state.mt.us. 
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Oracle  Bill  Status  System  Overview 


This  ovemew  is  for  Coordinators  and  Trackers  who  use  Oracle  for  Bill  Status  Tracking.  This  application  allows 
users  to  check  the  status  of  a  specific  bill,  to  track,  maintain,  and  coordinate  bills,  add  comments,  print 
die  information,  and  receive  e-mails  twice  a  day  widi  updates  on  a  specific  bill  they  are  tracking. 


Bill  Tracking  Menus 

Set  Preferences  -  .\llows  parameters  to  be  set  by  a 
specific  agency  and/or  Bill  tracker.  Users  can  also  change 
their  password  for  the  Application. 

Agency  Bill  Coordinator  Menu  -  Functions 

formed  by  Bill  Coordinators.  Options  include  the 
following  screens: 

Query  Bill  Summary  -  Displays  a  summary  of  all 
bills,  established  by  the  preferences,  (i.e.  Only  records 
for  the  agency  and/or  tracker  specified  are  displayed). 
Contains  links  to  a  Bill's  history,  hearings,  and 
details  about  tracking  the  bill. 

Assign  Bills  to  Trackers  -  Allows  an  Agency's  Bill 
Coordinator  to  assign  a  bill  to  a  tracker.  The  Coor- 
dinator specifies  the  Bill,  the  Tracker,  and  can  input 
comments. 

Maintain  List  of  Bill  Trackers  -  Allows  an 
Agency's  Bill  Coordinator  to  designate  the  bill  track- 
ers for  the  agency.  The  Coordinator  specifies  tracker 
id's,  names,  e-mail  addresses,  and  roles  within  the 
agency.  Once  trackers  have  been  defined,  bills  can 
be  assigned  to  them. 

Agency  Bill  Tracker  Menu  -  Functions  formed 

by  Bill  Trackers.  Options  include  the  following  screens 
which  can  be  filtered  through  preferences: 

Query  Bill  Summary  -  Same  screen  as  above. 

Update  Bill  Detail  -  Allows  a  Bill  Tracker  to  up- 
date details  about  a  specific  bill.  The  tracker  can 
specify  some  flags,  a  priority,  and  comments. 

Query  All  Bill  Detail  -  Views  tracking  details  about 
a  \iew.  It  displays  the  agenc)',  tracker,  priority,  and 
comments. 

Query  Bill  History  -  Views  the  History  of  Bill  Ac- 
tions. 

Query  Bill  Hearings  -  Views  the  hearings  for  bills. 


Agency  Fiscal  Note  Coordinator  Menu  -  Func- 
tions formed  by  Fiscal  Note  Coordinators.  Options 
include  the  following  screens  which  can  be  filtered 
through  preferences: 

Query  Fiscal  Note  Summary  -  Displays  a  sum- 
mary of  all  bUls,  filtered  by  the  preferences,  (i.e.  it 
will  only  pull  up  records  for  the  agency  and/or 
tracker  specified  in  the  preferences).  Contains  the 
names  of  the  agencies  and  trackers  assigned  to  the 
fiscal  note,  along  with  the  tracking  details  of  the 
fiscal  note. 

Assign  Fiscal  Notes  to  Trackers  -  Allows  an 
Agency's  Fiscal  Note  Coordinator  to  assign  a  fiscal 
to  a  tracker.  The  Coordinator  specifies  the  Bill,  the 
date  the  fiscal  note  request  was  received,  the  date  it 
was  assigned  to  a  Tracker,  the  date  it  is  due  to  the 
Budget  Office,  the  date  it  was  sent  to  the  Budget 
Office,  and  optionally,  the  doUar  impact  to  the 
agency. 

Maintain  List  of  Fiscal  Note  Trackers  -  Allows 
an  Agency's  Fiscal  Note  Coordinator  to  designate 
the  bill  trackers  for  the  agency.  The  Coordinator 
specifies  tracker  IDs,  names,  e-mail  addresses,  and 
roles  within  the  agency.  Once  trackers  have  been 
defined,  fiscal  notes  can  be  assigned  to  them. 

Agency  Fiscal  Note  Tracker  Menu  -  Funcoons 

formed  by  Fiscal  Note  Trackers.  Options  include 
the  following  screens  which  can  be  filtered  through 
preferences: 

Query  Fiscal  Note  Status  -  Same  screen  as  above. 

Update  Fiscal  Note  Status  -  Allows  a  Fiscal  Note 
Tracker  to  update  status  of  a  fiscal  note.  The  tracker 
can  specify  the  date  it  was  assigned,  the  date 
the  response  was  sent  to  the  Budget  Office,  and 
optionally,  a  dollar  impact  to  the  agency. 


PC     TALK 


^    Bill  Status  Report  Definitions 


Bill  Affect  - 

Columns:  Bill  Code,  Short  Tide,  Comments,  Indicator, 
Sponsor,  Status,  Tracker  Name,  Committee,  Date,  Time, 
and  Location. 

Parameters:  Agency  and  Tracker 
Purpose:  This  report  shows  bill  tracking  detail  infor- 
mation, current  bill  status  information,  and  hearing  in- 
formation about  bills  being  tracked  by  the  Bill  Status 
Tracking  application.  This  report  is  a  compilation  of 
information  on  several  of  the  reports  listed  below.  The 
user  can  specify  the  agency  or  tracker  that  is  to  be  used 
for  the  report. 


Bill  Tracking  Assignments  - 

Columns:  Bill  Code,  BiU  Draft  Number,  Tracker  Name, 

Agency  Name,  Agency  Affected,  and  Comments. 

Parameters:  Agency  and  Tracker 

Purpose:  This  report  lists  the  bills  that  are  assigned  to 

trackers  within  the  specified  agencies.  The  user  can 

specify  which  agency  or  tracker  is  to  be  used  for  the 

report. 


Bill  Status  - 

Columns:  Bill  Code,  Bill  Description,  Sponsor,  Current 
Status,  and  Prior  Status. 
Parameters:  Agency 

Purpose:  The  report  lists  the  current  legislative  stams 
of  bills  being  tracked  by  the  BiU  Status  Tracking  appli- 
cation. It  reports  the  current  and  previous  status  of  bills 
from  the  LAWS  database.  The  user  can  specify  which 
agency  is  to  be  used  for  the  report. 


Bill  Summary  - 

Columns:  Bill  Draft  Number,  Bill  Code,  Short  Tide, 
Fiscal  Note  Indicator,  Sponsor,  and  Requestor. 
Parameters:  Agency  and  Tracker 
Purpose:  This  report  produces  summary  information 
about  bills  being  tracking  by  the  Bill  Status  Tracking  ap- 
plication. The  user  can  specify  which  agency  or  tracker 
is  to  be  used  for  the  report. 


Bill  History  - 

Columns:  BiU  Draft  Number,  Bill  Code,  Action  Date, 
Yes  Count,  No  Count,  Room,  Date,  Time,  Committee, 
Description,  Sponsor,  and  Short  Tide. 
Parameters:  Tracker,  Agenc}',  Action  Description,  and 
Between  Dates 

Purpose:  This  report  lists  the  history  of  bill  actions  for 
bills  being  tracked  by  the  Bill  Status  Tracking  applica- 
tion. It  collects  the  history  information  from  the  LAWS 
database.  The  user  can  specify  the  agency,  the  tracker, 
the  bill  action,  and  a  date  range  to  be  reported. 


Bill  Detail  - 

Columns:  Bill  Code,  Bill  Draft  Number,  Short  Tide, 
Agency  Name,  Comments,  Agency  Affected,  Sponsor, 
Tracker  Name,  and  Tracker  ID. 
Parameters:  None 

Purpose:  This  report  shows  the  bill  tracking  detail  in- 
formation for  bills  being  tracked  by  the  Bill  Stams  Track- 
ing application.  It  shows  who  is  tracking  the  bills,  and 
the  comments  they  have  entered  with  respect  to  the  bills. 
The  user  can  specify  the  agency,  the  tracker,  and  the  bill 
type  and  number  to  be  reported. 


Hearings  - 

Columns:  Bill  Code,  Sponsor,  Agenc}'  Name,  Tracker, 

Hearing  Time,  Action  Date/Time,  Room,  Committee, 

and  Short  Tide. 

Parameters:  Between  Action  Dates 

Purpose:  This  report  lists  hearing  information  for  bills 

being  tracked  by  the  Bill  Status  Tracking  application.  The 

user  can  specify'  the  agency,  the  tracker,  and  a  date  range 

to  be  reported. 


Fiscal  Note  Summary  - 

Columns:  Fiscal  Note  ID,  Date  Agency  Notified,  Date 
Due,  Date  Tracker  Notified,  Date  Sent  to  OBPP, 
Account  Entit)',  Agency  Impact,  Bill  Code,  Bill  Draft 
Number,  and  Tracker. 
Parameters:  Tracker 

Purpose:  This  report  shows  summary  information 
about  fiscal  notes  being  tracked  by  the  Bill  Status  Track- 
ing system.  The  user  can  specify'  the  agency  or  the  fiscal 
note  tracker  to  be  reported. 


For  more  information  on  Oracle  Reports,  or  any  of  the  Oracle  applications,  contact  Steven  St.  John  at  444-2910, 
e-mail  at  sstjohn@state.mt.us  or  Barry  Fox  at  444-5895,  e-mail  at  bfox@state.mt.us.  Oracle  database  information 
can  be  obtained  by  contacting  Tony  Noble  at  444-2922,  e-mail  at  moble@state.mt.us  or  Tom  Rediske  at  444-1593, 
e-mail  at  trediske@state.mt.us. 
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Create  an  Exclude  Dictionary 
in  Word  97 

An  exclude  dictionar)'  contains  words  that  the  main  dic- 
tionary recognizes  as  being  spelled  correcdy,  but  that 
you  want  quesdoned  during  a  spelling  check.  Using  an 
exclude  dictionary  allows  you  to  specify  preferred  spell- 
ings for  certain  words. 

To  create  an  exclude  dictionary,  follow  these  steps: 

1.  In  a  new,  blank  document,  type  the  words  that  you 
want  to  put  in  the  exclude  dictionarj'.  After  typing 
each  word,  press  ENTER  to  make  each  word  a  sepa- 
rate paragraph. 

2.  On  the  File  menu,  click  Save  As.  Make  sure  that  you 
save  the  exclude  dictionary  in  the  same  folder  that 
contains  the  main  dictionary. 

3.  In  the  Save  File  As  Type  box,  select  Text  Only. 

4.  In  the  File  Name  box,  t)pe  a  name  for  the  exclude 
dictionary. 

5.  The  exclude  dictionary  must  have  the  same  name  as 
the  main  language  dictionary  (the  American  English 
dictionary  is  Mssp2_en.lex)  with  which  it  is  associ- 
ated. However,  it  must  have  the  file  name  extension 
of  .exc.  The  exclude  dictionary  file  name  for  the 
American  English  dictionary  must  be  named 
Mssp2_en.exe  Click  OK. 

6.  If  Word  prompts  you  to  confirm  that  you  want  to 
save  the  file  with  formatting  that  will  not  be  saved 
in  text  format,  click  Yes,  and  then  click  Text  Only. 

If  everything  was  done  correcdy,  then  Word  will  flag 
each  occurrence  of  the  words  included  your  exclude  dic- 
tionary during  a  spell  check.  When  you  are  creating  your 
exclude  dictionary,  make  sure  you  include  upper  and 
lower  case  versions  of  the  words  you  want  to  exclude, 
for  example:  center.  Center,  and  CENTER.  This  will 
guarantee  that  all  versions  will  be  flagged.  Creating  this 
exclude  dictionary  can  be  especially  helpful  during  this 
legislative  Session  when  we  want  to  flag  certain  words 
to  make  sure  they  are  used  correcdy. 

This  article  is  reprinted  in  part  from  the  Microsoft  ar- 
ticle WDPV:  How  to  Create  an  Exclude  Dictionary.  The  com- 
plete article  can  be  accessed  on  the  Internet  at:  http:// 
support.microsoft.com/support/kb/articles/ql81/ 
6/41.asp.  The  complete  article  will  reference  how  to 
determine  the  location  of  your  main  dictionary  if  it  is 
not  in  the  default  location.  For  more  information,  con- 
tact Irv  Vavruska  of  End  User  Systems  support  at  444- 
6870,  ZIP!/Oudook  or  e-mail  at  ivavruska@state.mt.us. 
For  user  support,  contact  the  ISD  Customer  Support 
Center  at  444-2000. 


Using  Styles  in  Word 

Using  styles  in  Word  lets  users  apply  and  manipulate 
formatting  across  different  parts  of  a  document.  Users 
can  troubleshoot  and  apply  document  formatting  to  an 
entire  document  instead  of  going  through  and  modify- 
ing each  individual  item  on  a  case-by-case  basis  (as  many 
did  with  codes  in  WordPerfect). 

Styles  define  the  appearance  of  various  text  elements  of 
your  document,  such  as  headings,  captions,  and  body 
text.  When  you  apply  a  style  to  a  paragraph  or  word,  you 
can  apply  a  whole  group  of  character  or  paragraph  for- 
mats or  both  in  one  simple  operation.  NXlien  you  want 
to  change  the  formatting  of  all  the  text  of  a  particular 
element  at  once,  you  just  change  the  style  that's  applied 
to  that  element.  Styles  make  formatting  your  document 
easier.  In  addition,  they  serve  as  building  blocks  for  out- 
lines, paragraph  and  heading  numbering,  and  tables  of 
contents.  In  Word  97,  you  can  apply  stales  simply  by 
clicking  the  paragraph  you  want,  and  then  clicking  the 
style  you  want  in  the  Style  box  on  the  Formatting 
toolbar  (as  pictured  below). 

If  you  prefer  using  the  keyboard,  you  can  also  assign 
shortcut  keys  to  styles.  To  assign  a  shortcut  key: 

1.  Select  Style  from  the  Format 
menu. 

2.  From  the  Styles  list,  click  the 
style  to  which  you  want  to  as- 
sign a  shortcut  key. 

3.  Click  Modify. 

4.  Click  Shortcut  Key. 

5.  In  the  Press  new  shortcut  key  box,  type  in  the 
shortcut  key  you  want.  Click  Assign. 

When  you  use  stj'les,  you  can  change  all  text  formatted 
with  the  same  st)'le  just  by  redefining  the  st)'le.  For 
example,  if  your  main  headings  are  14  point  Arial,  flush 
left,  and  bold,  and  you  later  decide  you  want  your  head- 
ings to  be  16  point,  Arial  and  centered,  you  don't  have 
to  reformat  every  heading.  Just  change  the  properties 
of  that  st)'le.  To  modify  a  st\'le 

1 .  On  the  Format  menu,  click  Style. 

2.  In  the  Styles  box,  select  the  st)le  you  want  to  modify, 
and  then  click  Modify. 

3.  ("lick  Format,  and  then  click  the  attribute  —  such 
as  Font  or  Numbering  —  you  want  to  change. 

4.  Click  OK  after  you've  changed  each  attribute,  and 
repeat  for  additional  attributes  you  want  to  change. 
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Word  97  creates  styles  automatically  as  you  type,  when 
the  Define  styles  based  on  your  formatting  check  box 
(Tools  menu,  AutoCorrect  command,  AutoFormat  As 
You  Type  tab)  is  selected  as  shown. 

Word  detects  formatting  and  the  placement  of  text  and 
applies  st)'les  associated  with  that  formatting.  For  ex- 
ample, if  you  type  a  few  words  on  a  single  line,  increase 
the  font  size,  and  center  the  line,  Word  can  automati- 
cally apply  a  heading  style.  Styles  are  not  automatically 
defined  when  using  Word  as  your  e-mail  editor. 

You  may  modify  styles  once  Word  automatically  creates 
them,  and  you  can  create  your  own  styles.  You  may  also 
choose  to  have  a  style  update  itself  automatically,  which 
means  that  Word  detects  when  you  alter  the  formatting 
of  text  containing  a  style  and  then  automatically  updates 
the  style.  When  Word  automatically  updates  the  style,  all 
text  formatted  with  that  style  changes  to  match  the  for- 
matting of  the  text  you  just  changed. 
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Tip;  To  use  the  modified  st)'le  in  new  documents  based 
on  the  same  template,  select  the  Add  to  template  check 
box.  Word  adds  the  modified  style  to  the  template  that 
is  attached  to  the  active  document. 

Styles  serve  as  the  basis  for  outlines  and  tables  of  con- 
tents. For  example,  Word  automatically  creates  a  table 
of  contents  based  on  your  headings  when  you  click  the 
Table  of  Contents  command  on  the  Insert  menu. 

Styles  can  be  updated  automatically  when  you  apply 
manual  formatting  to  text  that's  formatted  with  a  spe- 
cific style.  To  modify  a  style  manually 

1 .  On  the  Format  menu,  click  Style. 

2.  In  the  Styles  box,  select  the  st)le  you  want  to  auto- 
matically update. 

3.  CHck  Modify. 

4.  Select  the  Automatically  update  check  box. 

Note:  The  Normal  st)'le  cannot  be  updated  automati- 
cally. 

If  you  have  any  questions  about  this  article,  contact  Mike 
Moller  of  End  User  Systems  Support  at  444-9505,  ZIP!/ 
Oudook  or  e-mail  at  mmoller@state.mt.us.  For  support 
on  Word  97,  contact  the  ISD  Customer  Support  Center 
at  444-2000. 

Print  Directory  Filenames 

Some  of  you  may  be  wondering  how  to  print  out  all  of 
the  filenames  in  a  directory  now  that  you  have  Microsoft 
Office.  There  is  now  a  new  and  easy  way  to  do  this 
through  Outlook.  Here  are  the  steps  to  follow: 

1.  Open  Oudook 

2.  Find  the  Oudook  Bar.  If  it  is  not  there,  go  to  the 
View  menu  and  then  click  on  Oudook  Bar. 

3.  Click  on  the  Other  Shortcuts  button  at  the  bottom 
of  the  Oudook  Bar. 

4.  Click  on  My  Computer  button 

5.  Move  to  the  directory  that  you 
want  to  print. 

6.  Click  on  the  File  menu  and  then 
on  Print. 

7.  From  here  you  can  click  on  the  Page  Semp  button 
and  choose  how  you  want  it  to  look.  ^ bu  can  also 
just  print  it  by  clicking  on  the  OK  button. 

It  you  have  any  questions  about  this  article  please 
c(  )ntact  Brian  Clark  of  End  User  System  Support  at  444- 
n751,  ZIP.'/Oudook  or  e-mail  at  brianc@state.mt.us. 
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Outlook  98  -  Scheduling  Mail-Merge  the  Word  and 

Meetings  using  Distrihution  Lists   Outlook  Way 


Former  ZIPIOffice  users  are  seeing  many  differences 
when  scheduling  meetings  using  Oudook.  One  in  par- 
ticular is  not  being  able  to  see  who  is  unavailable  when 
you  schedule  a  meeting  using  a  Distribution  list  as  the 
attendee.  A  blue  line  is  displayed  during  the  meeting's 
scheduled  time  and  you  can't  "expand"  the  distribution 
list  as  you  were  used  to  doing  in  ZIPIOffice. 


I  I  ftar      ■  OiAtfoffai 


/i.3  aiiowii  111  die  example  above,  I  want  tu  schedule  a 
meeting  on  Thursday,  January  21,  1999  from  10am  to 
noon.  I  selected  the  distribution  list  "Microsoft  Exchange 
Team".  The  blue  line  indicates  the  "Team"  is  busy  dur- 
ing that  time.  You  cannot  open  the  list  as  you  were  used 
to  doing  in  ZIPIOffice.  But,  if  you  right-click  direcdy 
on  the  blue  line,  a  pop-up  window  will  display  which 
people  in  the  list  are  busy  during  the  scheduled  time. 


Now  you  Ciui  determine  it  enough  people  in  the  Distri- 
bution list  are  available,  who  is  not  and  decide  from  this 
point  if  you  need  to  select  a  different  date  and  time  for 
your  meeting. 

If  you  have  any  questions  regarding  this  article,  contact 
Sue  Skuletich  of  End  Users  System  Support  at  444-1392, 
ZIPI/Oudook  or  e-mail  at  sskuletich@state.mLus.  If  you 
have  any  Oudook  problems,  please  contact  the  ISD  Cus- 
tomer Ser\nce  Center  at  444-2000. 


You  have  a  form  letter  that  you  want  to  send  to  selected 
contacts  via  e-mail.  Luckily,  Word  97  and  Oudook  are 
namral  parmers  in  mail-merging: 

1 .  In  Oudook,  create  a  new  Contacts  folder:  click  the 
Contacts  icon  in  the  Oudook  bar,  select  File/New/ 
Folder  from  the  menu  bar,  name  the  folder,  and  click 
OK. 

2.  Select  View/Folder  List  from  the  menu  bar. 

3.  In  the  main  Contacts  window,  hold  down  the  Ctrl 
button,  select  the  contacts  to  whom  you  want  to 
send  the  mail  merge,  and  drag  the  names  to  the 
folder  you  just  created  in  the  Folder  List. 

4.  Switch  to  Word,  open  the  document  you  want  to 
mail-merge,  and  select  Tools/Mail  Merge  from  the 
menu  bar. 

5.  In  the  Mail  Merge  Helper  dialog  box,  click  the  Cre- 
ate button,  then  select  a  tj'pe  of  document  (Form 
Letters,  Mailing  Labels,  Envelopes,  or  Catalog).  Click 
the  Active  Window  button. 

6.  Click  the  Get  Data  button,  then  select  Use  Address 
Book/Oudook  Address  Book,  and  click  OK.  In  the 
"Mail  merge  from  contacts  folder"  dialog  box,  se- 
lect the  folder  you  created  in  steps  1  through  3,  and 
click  OK 

7.  If  you  haven't  yet  inserted  merge  fields  into  your 
document.  Word  will  display  a  message  to  that  ef- 
fect. Click  the  Edit  Main  Document  button.  In  the 
main  document,  place  the  cursor  where  you  want 
to  insert  a  name,  address,  or  any  other  information 
diat  changes  for  each  contact.  In  die  MaU  Merge 
toolbar  (which  appears  automatically  when  you  ac- 
tivate the  Mail  Merge  Helper),  click  Insert  Merge 
Field,  and  select  from  the  options  there  to  insert 
fields  for  first  names,  last  names,  addresses,  and 
more. 

8.  When  you're  done,  select  Tools/Mail  Merge/Merge 
from  the  menu  bar,  choose  from  the  sending  op- 
tions in  the  Merge  dialog  box,  and  click  the  Merge 
button  to  activate  the  merge. 

For  more  information  about  this  article  contact  Jerr)- 
Kozak  of  End  User  Systems  Support  at  444-2907,  ZIP!/ 
Oudook,  or  e-mail  at  jkozak@state.mt.us.  For  user 
support  try  the  Office  Assistant/Help  in  Word  or  call 
the  ISD  Customer  Support  at  444-2000. 
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Insert  the  Name 

Many  users  have  asked  how  to  insert  the  file  name  and 
path  into  Word  documents  and  Excel  worksheets.  Here 
are  the  steps  in  doing  so. 

Word 

To  automatically  insert  the  file  name  and  padi  you  need 
to  put  it  into  the  header  or  footer. 

■  Choose  View  |  Header  and  Footer. 

■  WTien  the  Header  and  Footer  dialog  box  opens,  click 
Insert  AutoText  and  select  Filename  and  Path. 

.  If  you'd  like  to  place  the  file  name  and  path  into  the 
footer  instead  of  die  header,  click  Switch  Between 
Header  and  Footer  (it's  the  third  button  to  the  left 
of  Close). 

■  Now,  click  Insert  AutoText  and  select  Filename  and 
Padi. 

■  Click  Close  to  close  the  dialog  box  and  save  your 
changes. 


Excel 

■  You  can  insert  die  file  name  (but  not  the  path)  into 
an  Excel  header  or  footer  using  the  same  mediod. 

■  Choose  View  |  Header  and  Footer. 

■  When  the  Page  Setup  dialog  box  opens,  click  the 
arrow  at  die  right  side  of  the  Header  list  box. 

■  From  the  list,  select  the  file  name  and  click  OK. 

■  To  insert  die  name  into  the  footer,  in  die  Page  Setup 
dialog  box  click  die  arrow  at  the  right  side  of  die 
Footer  list  box  and  select  the  name. 

■  Click  OK  to  close  die  dialog  box  and  record  your 
selection. 

For  more  information  concerning  this  article,  contact 
Heidi  Mann  of  End  User  Systems  Support  at  444-2791, 
ZIP!/Oudook,  or  e-mail  at  hmann@state.mt.us.  For  sup- 
port on  Word  97  and  Excel  97,  please  contact  your  agency 
support  staff,  or  ISD  Customer  Support  at  444-2000. 
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PowerPoint  Made  Easyl  More  Production  Siiort  Guts 
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Last  month  we  went  through  some  production  short 
cuts.  This  month  we'U  cover  more  time  saving  produc- 
tion shortcuts. 

Copy  slides  from  a  different  presentation.  A  co- 
worker has  some  slides  in  a  different  presentation  using 
a  different  design  template.  You  want  certain  slides  in 
your  presentation  but  not  their  design.  Open  both 
presentations  and  go  into  Slide  Sorter  View.  You  can 
select  the  slides  you  want  in  several  different  ways. 

.  Select  All.  Click  on  one  slide,  dien  Ctrl/ A.  (This  is 
a  very  handy  shortcut  in  all  of  die  Microsoft  Office 
95/98  suite) 

■  «Lasso'  Sequential  Slides .  When  you  click  and  drag 
you'll  see  a  dotted  box  and  as  the  box  touches  the 
slides  they  become  highlighted. 

■  Non-Sequential  Slides.  Hold  down  die  Shift  key 
and  select/highlight  slides. 

After  you've  selected  the  slides  you  want,  Ctrl/C  copies 
diem  to  the  clipboard.  Now  go  to  the  Window  menu 
and  select  your  presentation,  go  into  Slide  Sorter  View 
place  the  cursor  on  the  desired  insert  point.  Ctrl/V  pastes 
the  co-worker's  slides  into  your  presentation  and  auto- 
matically formats  them  to  your  design.  Check  each  slide 
as  font  changes  can  cause  t^-pe  to  wrap  differendy 


Other  uses  for  Slide  Sorter  View.  While  we're  in  this 
view,  let's  cover  some  time  saving  techniques. 

■  Change  the  number  of  slides  you  see.  Click  the 
Zoom  icon  to  change  how  many  slides  you  see  and 
their  size. 

.  Duplicate  or  delete.  Using  any  of  die  techniques 
described  above,  select  a  couple  of  slides,  Ctrl/C, 
then  move  the  insertion  point  to  another  place  in 
die  presentation,  dien  Ctrl/V  to  duplicate.  To  de- 
lete, select  die  slides  dien  hit  the  delete  key. 

.      Change  the  order.  Copy  a  few  slides,  dien  move 
die  highlighted  sUdes  by  clicking  and  dragging  one 
of  the  slides  to  a  new  place.  Release  the  mouse  but- 
ton when  you  see  the  vertical  line  (insertion  point) 
is  where  you  want  to  move  die  slides.  If  this  seems 
awk-ward,  anodier  way  is  to  select  die  slides  you  want 
to  move,  dien  Ctrl/X  to  cut  die  slides,  dien  select  a 
new  insertion  point  and  Ctrl/V. 
For  more  information  on  diis  article  contact  Trapper 
Badovinac  of  the  Policy,  Development  &  Customer 
Relations  Bureau  at  444-4917,  ZIP!/Oudook  or  e-maU 
at  tbadovinac@state.mt.us.  For  user  support,  contact  die 
Customer  Support  Center  at  444-2000. 
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Upcoming  Specialized  Technical  Training 

Information  Services  Division  will  be  sponsoring  three  special  workshops  in  March. 
Please  watch  future  issues  for  upcoming  announcements  of  project  management 
training  and  NetWare  5  conversion  training.  Complete  course  outlines  are  available 
on  the  ISD  website  at  http://www.state.mt.us/isd/current/training/index.htm. 
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A  Practical  Guide  to  Systems  Testing 
and  Quality  Assurance 

Presented  by  Sanford  (Sandy)  Sorkin  of  New  Instruc- 
tion, Inc. 

March  8  -  9,  1999,  8:30  am  -  5  pm 
Room  1 36,  Mitchell  Building 
Cost:  $450  -  1550  depending  on  enrollment 
Register:  by  e-mail  to  Lois  Lebahn,  ISD 

Course  Outline: 

Role  and  responsibility  of  tester 

Major  software  development 

and  testing  issues 

Test  t)pes  and  responsibility 

Test  planning 

Defect  prevention 

Test  management 

Problem  solving  techniques 

Object  oriented  testing 

Softu^are  tools  for  testing 

Getting  started 

Understanding  Windows  NT  4.0  - 
Installation,  Support,  Tuning, 
Integration,  Troubleshooting 

Presented  by  Michael  Brown  of  Knowledge  Now,  Inc 

March  17  -  19,  1999,  8:30  am  -  5  pm 
Yellowstone  Room,  Metcalf  Building 
Cost:     $725  -  $765  depending  on  enrollment 

Register:  by  completing  an  enrollment  form  and  sub- 
mitting to  the  Helena  College  of  Technology 

Course  Outline: 

XX'indows  NT  Overview 

Disk  System  Management 

Installation 

User,  Group,  and  Printer  Management 

Rurming  Windows  NT 

Nervt'orking 

Registry  and  Policy  Editor 

Windows  NT  Architecmre 


Understanding  the  Windows  Registry, 
NT  4.0,  95,  98  and  2000 

Presented  by  Michael  Brown  of  Knowledge  Now,  Inc. 
March  22-23,  1999,  8:30  am  -  5  pm 
Yellowstone  Room,  Metcalf  Building 
Cost:  $525  -  $565  depending  on  enrollment 
Register:  by  completing  an  enrollment  form  and  sub- 
mitting to  the  Helena  College  of  Technology 

Course  Outline: 

■  Registry  Basics 

■  Saving  and  Restoring  the  Registry 
.      HKEY_CLASSES_ROOT 

.  HKEY_USERS  and  HKEY_CURRENT_USERS 
.      HKEY_LOCAL_MACHINE 

in  Windows  9x 
.      HKEY_LOCAL_MACHINE 

in  Windows  NT 

■  System  Policy  Editor 

■  Networking  Settings 

For  more  information,  contact  Wendy  Wheeler  of  the 
Policy,  Development  and  Customer  Relations  Bureau  at 
444-2856,  ZIPl/Outlook  or  e-mail  at  wwheeler@ 
state.mt.us. 
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Media  Based  Training  (MBT) 

A  VCR  or  Mialti-Media  PC  is  needed.  Most  of  the 
courses  are  delivered  on  video  as  well  as  multi-media 
CD,  some  are  only  available  on  CD  ROM.  The  infor- 
mation is  presented  in  a  very  professional  manner  using 
various  teaching  methods  including  diagrams  and  real 
life  examples.  The  accompanying  workbook  provides 
the  course  in  written  form  and  after  each  section  quiz- 
zes you  on  what  has  been  covered. 

Sign  up.  Contact  Shawndelle  Semans  at  444-2700,  ZIP!/ 
Oudook  or  e-mail  at  ssemans@state.mt.us.  She  will  need 
your  name,  phone  number,  address.  Agency  and  how 
you  like  to  receive  the  course.  See  below. 

How  do  I  get  the  course?  You  can  pick  up  the  course 
in  Room  222  of  the  Mitchell  Building.  It  can  be  dead- 
headed (interoffice  mail)  or  mailed  to  you. 

How  Long?  The  checkout  period  for  each  course  is 
two  weeks.  If  you  can't  complete  the  course  in  two  weeks 
and  if  there  is  no  one  on  the  waiting  list,  we  can  usually 
extend  the  checkout  period  for  another  two  weeks. 

What's  Available?  A  course  description  can  be  found 
on  the  VAS  at  guest\training\CT_Video\ 
T3_VAS.rtf.  If  you  are  an  Approach  user  you  can  check 
on  the  current  availability  of  any  course  by  accessing 
the  read-only  file  on  the  VAS  at  guest\training\ 
CT_Video\videodb.apr  (password  Montana). 

How  Much?  There  is  no  charge. 

Who  is  eligible?  7\ny  state  employee. 

Course  Code:  1.01.01 

Course  Title:  LAN  Components 

LAN  Components  provides  a  historical  overview  and  ba- 
sic terminology  of  local  area  networks  (LANs).  The  three 
most  popular  LAN  configurations:  Ethernet,  Token  Ring 
and  FDDI  are  examined,  including  the  standards  needed 
to  implement  them.  As  you  smdy  the  basic  LAN  com- 
ponents you  will  look  at  several  devices  such  as  servers, 
workstations,  printers  and  faxes.  You  will  also  learn  about 
various  cabling  options  used  in  a  LAN.  A  survey  of  com- 
munication components  includes  repeaters,  bridges,  rout- 
ers, and  gateways.  You  will  examine  some  of  the  most 
popular  WAN  communications  protocols  and  review 
IAN  software,  both  for  the  server  and  the  workstation. 

Prerequisites:  Basic  knowledge  of  data  communications. 

Technical  Difficulty:  12  3  4  5 

Estimated  completion  time  of  this  course:  1  hour,  45 
min  (Video:  45  min  +  Workbook:  60  min) 


Course  Code:  1.01.02 

Course  Tide:  Network  Operating  Systems  (NOS) 
and  Servers 

This  course  describes  the  operation  of  a  Network 
Operating  System  (NOS)  and  how  it  makes  resource 
sharing  possible.  You  will  learn  how  the  NOS,  installed 
on  both  the  workstation  and  the  server,  provides  data 
transfer  as  well  as  security  and  management  support. 

Explore  NOS  configuration  options,  the  difference 
between  dedicated  and  non-dedicated  servers  as  well  as 
the  core  server  applications  of  file  and  print  services. 

Finally,  you  will  look  at  several  examples  of  popular 
network  operating  systems  including  NetWare,  LAN 
Manager  and  Banyan  Vines.  You  will  see  that  each  NOS 
has  several  attractive  features  and  deserves  careful  con- 
sideration for  your  own  LAN. 

Prerequisites:  hAN  Components  (1.01.01) 

Technical  Difficulty:  12  3  4  5 

Estimated  completion  time  of  this  course:  1  hour,  45 
min  (Video:  45  min  +  Workbook:  60  min) 

Course  Code:  1.01.03 

Course  Tide:  LAN  Applications 

This  course  focuses  on  the  applications  and  factors 
involved  in  running  different  groups  of  applications  on 
a  LAN.  You  will  learn  about  LAN  ignorant,  LAN  aware, 
and  LAN  intrinsic  applications,  including  which  appli- 
cations are  best  suited  for  each  LAN  configuration.  Other 
applications  are  also  examined.  One  example  is  the 
distributed  database  application,  which  allows  process- 
ing to  be  divided  among  several  computers,  thereby  maxi- 
mizing a  LAN's  potential. 

Given  the  variety  of  applications  and  network  environ- 
ments, compatibility  becomes  an  important  issue.  Three 
solutions  to  compatibility  problems  are  explored  in  this 
course:  multiple  platform  applications,  file  conversion, 
and  standardized  applications. 

Prerequisites:  Network  OperatingSystems  (NOS)  and  Servers 
(1.01.02) 

Technical  Difficulty:  12  3  4  5 

Estimated  completion  time  of  this  course:  1  hour,  45 
min  (Video:  45  min  +  Workbook:  60  min) 
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Course  Code:  1.01.04 

Course  Title:  LAN  Installation  and  Expansion 

L/IN  Installation  and  Expansion  details  all  the  major  prac- 
tical aspects  of  LAN  installation.  You  will  examine  all 
the  cabling  options  available  for  LANs.  You  will  review 
the  physical  topologies  of  Ethernet,  Token  Ring  and 
FDDI.  You  will  also  learn  the  characteristics  of  ARCnet, 
StarLAN  and  LocalTalk. 

Next,  see  how  to  plan  and  install  your  LAN.  You  will 
look  at  a  number  of  important  LAN  components,  tak- 
ing into  account  the  maximum  wiring  distances.  You  will 
see  ways  to  plan  your  wiring  to  accommodate  your  physi- 
cal environment,  building  codes,  and  future  needs. 

Prerequisites:  LAN  Applications  (1.01.03) 

Technical  Difficulty:  12  3  4  5 

Estimated  completion  time  of  this  course:  1  hour,  45 
min  (Video:  45  min  -I-  Workbook:  60  min) 

Course  Code:  1.01.05 

Course  Title:  Network  Connectivity  and  Wide  Area 
Networks 

Network  Connectivity  and  Wide  Area  Networks  introduces 
some  of  the  many  connectivity  issues  involved  when 
different  computing  programs  must  communicate  and 
share  data.  You  will  examine  how  workstations  and  LANs 
of  differing  protocols  are  connected.  You  will  study  the 
methods  of  connecting  LANs  with  high-end  worksta- 
tions and  mainframes.  The  major  components  and  ap- 
plications of  TCP/IP  will  be  introduced.  Finally,  con- 
necting remote  users  to  a  LAN  is  discussed. 

Prerequisites:  LAN  Installation  and  Expansion  (1 .01 .04) 

Technical  Difficulty:  12  3  4  5 

Estimated  completion  time  of  this  course:  1  hour,  45 
min  (Video:  45  min  -I-  Workbook:  60  min) 

Course  Code:  1.01.06 

Course  Title:  LAN  Troubleshooting  and  Global 
Network  Management 

This  course  provides  you  with  both  the  general  con- 
cepts and  hands-on  knowledge  of  LAN  management. 
This  course  looks  at  two  tjpes  of  management:  LAN 
administration  and  network  management.  You  will  learn 
how  to  detect  and  diagnose  common  problems  and  what 
tools  can  be  used  to  solve  network  problems. 

You  will  examine  the  implementation  of  security  fea- 
tures involved  in  login  procedures.  You  will  also  look  at 


global  network  management,  which  is  the  responsibility 
of  the  network  manager.  You  will  look  at  the  implica- 
tions of  protocols  such  as  SNMP  and  CMIS/CMIP.         M 

Prerequisites:  Network  Connectiiity  and  Wide  Area  Net- 
works (1.01.05) 

Technical  Difficulty:  12  3  4  5 

Estimated  completion  time  of  this  course:  2  hours 
(Video:  60  min  -I-  Workbook:  60  min) 

For  more  information  contact  Trapper  Badovinac  of  the 
Policy,  Development  &  Customer  Relations  Bureau  at 
444-4917,  ZIP!/Outlook  or  e-mail  at  tbadovinac@ 
state.mt.us. 

Oracle  Channel  Training 

Oracle  will  discontinue  the  Oracle  Channel  satellite 
broadcast  education  program  on  May  31,  1999.  Please 
watch  the  schedule  carefully  and  plan  accordingly. 

February 

2  SQL  L  Retrieve  Data 

3  SQL  IF  Define  and  Manipulate  Data 

4  Object  Technology  Essentials  ^^ 

9  Developer/2000  Release  2  New  Features  ^ 

10  Developer/2000  Tuning 

1 1  Introduction  to  Oracle  Web  Application  Ser\'er 

16  OracleS  Data  and  Security  Management 

1 7  OracleS  Backup  and  Recovery  Strategies 

1 8  OracleS  Performance  Tuning  Strategies 

23  Oracle7  Introduction  to  Oracle  Certification 
Primer 

Oracle7  Database  Administration  Certification 
Primer 

24  Oracle7  Backup  and  Recovery  Certification 
Primer 

Oracle7  Performance  Tuning  Certification  Primer 
Discoverer  3:  Analyze  Your  Data  Requirements 

March 

2  SQL  1:  Retrieve  Data 

3  SQL  11:  Define  and  Manipulate  Data 

4  SQL  Statement  Tuning 

9  OracleS  Architecture  and  Startup 

10  OracleS  Architecmre  and  Startup 

1 1  OracleS  Networking  Strategies 

16  Developer/2000  Fundamentals  ^ 

17  Developer/ 2000  Deploy  Web-based  Applications     ^ 

1 8  Intro  to  Web  Applications  Server 


TRAINING 


23  Designer/2000  Release  2  New  Features 

24  Dcsigncr/2000:  Generate  Oracle  WebServer 
Applications 

25  PL/SQL  8:  New  Features 

30    PL/SQL  1:  Coding  Techniques 

PL/SQL  11:  Database  Level  Application 
Programming 

April 

6  Introduction  to  Data  Warehousing 

7  Planning  for  a  Successful  Data  Warehouse 

8  Data  Warehousing  Fundamentals  for  DBAs 

1 3  OracleS  Data  and  Security  Management 

14  OracleS  Backup  and  Recovery  Strategies 

1 5  Oracle8  Performance  Tuning  Strategies 

20  Oracle?  Introduction  to  Oracle  Certification  Primer 
Oracle?  Database  Administration  Certification 
Primer 

21  Oracle?  Backup  and  Recovery  Certification  Primer 
Oracle?  Performance  Tuning  Certification  Primer 

2?    Object  Technology  Essendals 
28    PL/SQL8  New  Features 

A  fuU  description  for  the  each  of  the  classes  can  be  found 
on  the  Oracle  website  at  http://education. oracle, 
com/education/ toe.  Because  class  material  has  to  be 
ordered  you  must  register  at  least  two  weeks  before  the 
scheduled  class  date.  Please  contact  Barbara  Clark  at  444- 
0846,  ZIP!/Oudook  or  e-mail  at  baclark@state.mt.us. 

Computer  Security  Training 
for  End  Users 

This  is  a  two-hour  seminar  that  covers  the  foUounng: 

network  security 
laws,  rules,  and  policies 
login  IDs  and  passwords 
viruses,  hoaxes,  and  chain  letters 
proper  use  of  e-mail  and  the  Internet 
user  responsibilities 

Date:  Thursday,  February  18,  1999 

Time:  8:30-10:30  am 

Location:  Rm.  13,  Mitchell  Bldg. 

For  registration  or  more  information,  please  contact  Lois 
Lebahn  (llebahn@state.mt.us)  or  Kim  Ingwaldson 
(kingwaldson@state.mt.us)  of  ISD  at  444-2?00. 


Microsoft  97  Courses 
Revamped 

Beginning  in  January,  the  Helena  College  of 
Technology  revamped  the  curriculum  for  non- 
credit  Microsoft  9?  workshops  offered  through 
state  training.  The  revamped  classes  are  listed 
below.  Call  Lee  Suttorp  with  questions,  444-6821 . 

Introduction  to  Word  97 
Intermediate  Word  97 
Advanced  Word  97 
Word  97  or  Excel  97  Conversion 
Introduction  to  Excel  97 
Intermediate  Excel  97 
Advanced  Excel  97 

Training  Caiendar 

Schedule  assembled  by  the  Helena  College  of 
Technology  of  The  University  of  Montana.  If 
you  have  any  questions  about  enrollment,  please 
caU  406-444-6821.  All  classes  are  held  at  HCT, 
1115  N.Roberts. 

The  Helena  College  of  Technology  wiU  make 
reasonable  accommodations  for  any  disabilit)' 
that  may  interfere  with  a  person's  ability  to 
participate  in  training. 

Persons  needing  an  accommodation  must 
notify  the  college  no  later  than  two  weeks 
before  the  date  of  training  to  allow  adequate 
time  to  make  needed  arrangements.  To  make 
your  request  known,  call  444-6821. 

To  enroll  in  a  class,  you  must  send  or  dead- 
head an  enroUment  application  to 

State  Training  Center,  HCT 

Helena,  MT  59601 

If  you  have  questions  about  enrollment, 

please  call  444-6821. 

Once  \'ou  enroll  in  a  class,  the  full  fee  will  be 
charged  UNLESS  you  cancel  at  least  three 
business  days  before  the  first  day  of  class.  HCT 
is  also  willing  to  schedule  specific  classes  by 
request  from  state  agencies. 


TRAINING 


State  Training  Calendar 


Data  Base  Classes 


PREREQ 


DATE 


COST 

DAYS 

$200.00 
100.00 

2 

1 

200.00 

2 

**342.20~ 

3 

200.00 

2 

**300.00 

3 

**536.95~ 

5 

200.00 
200.00 

2 
2 

^ 


Intro  to  Ot3cle 
Discoverer  3.0 
Intro  to  SQL 


Intro  to  Windows 
Windows  95 
Intro  to  Oracle 


Oracle  Developer  2000,  part  I  Intro  to  Oracle  &  SQL 

PL/SQL  Intro  to  Oracle  &  SQL 

Oracle  Developer  2000,  part  II  Oracle  Dev.  I  &  PL/SQL 

Oracle  Designer  Oracle  Dev.  I;  PL/SQL  recomm 

Access  97  Windows  95 

Visual  Basic  for  Applications  Access  97 
(VBA)  for  Access  97 

Data  Network/Mainframe  Classes 


None 
None 
Feb  2-3 
Feb  17-19 
Mar  16-17 
Mar  30-Apr  1 
Apr  12-23  am 
Feb  4-5,  Apr  8-9 
Mar  24-25 


Netware  4.1 


NA 


Understanding  Windows  NT  4.0  - 

Installation,  Support,  Tuning,  Integration,  Troubleshooting 


Feb  22-26 
March  17-19 


Understanding  the  Windows  Registry,  NT  4.0,  95,  98  &  2000     March  22-23 

Microcomputer  Classes 


Windows  98  Conversion  NEW 

Windows  95  Conversion 

Windows  95 

Word  97  Conversion 

Intro  to  Word  97 

Intermediate  Word  97 

Advanced  Word  97 

Excel  97  Conversion 

Intro  to  Excel  97 

Intermediate  Excel  97 

Advanced  Excel  97 

PowerPoint  97 

Internet 


familiar  with  Windows 
familiar  with  Windows 
N/A 

Windows  95 
Windows  95 
Intro  to  Word  97 
Inter  Word  97 
Windows  95 
Windows  95 
Intro  to  Word  97 
Inter  Excel 
Windows  95 
Windows  95 


575.00~       5 
725-765~       3 

525-565~       2 


Mar  11  am,  Apr  6  am  50.00  1/2 

Feb  5  am.  Mar  4  am,  Apr  2  am  50.00  1/2 

Feb  1,  Mar  1,  Apr  1  100.00  1 

Feb  8  am.  Mar  4  pm,  Apr  2  pm  50.00  1/2 

Feb  4,  Mar  5,  Apr  5  100.00  1 

Feb  16,  Mar  18,  Apr  19  100.00  1 

Feb  26,  Mar  23  100.00  1 

Feb  16am,  Mar  12  am,  Apr  14  am  50.00  1/2 

Feb  12,  Mar  8,  Apr  7  100.00  1 

Feb  17,  Mar  15,  Apr  21  100.00  1 

Feb  23,  Mar  26  100.00  1 

Febl8-19,  Apr  12-13  200.00  2 

Mar  22  pm 50.00  1/2 


Prerequisites  may  be  met  with  consent  of  Instructor. 

**The  Oracle  Designer  and  Developer  class  fees  are  recovered  through  the  monthly  data  network  rate  and  paid  for  by  ISD. 


TRAINING 


State  Training  Enrollment  Annlication 

Complete  IN  FULL  and  return  AT  LEAST  ONE  WEEK  prior  to  the  first  day  of  class. 


Course  Data 

Course  Request _ 
Date  Offered 


Student  Data 

Name 


Soc.  Sec.  Number  (for  P/P/P)  

Agency  &  Division  ^___ . ^^ 

Mailing  Address . — 


Phone 


How  have  you  met  the  required  prerequisites  for  this  course?  Explain,  giving  the  class(s) 
taken,  tutorial  completed,  and/or  experience. 


Billing  Information/ Authorization  Mandatory 

LogonID Agency# Authorized  Signature 

If  attending  Oracle  Developer  or  Designer  training,  your  application  must  also  be  approved  by 
the  agency  IT  Manager. 

IT  Manager 

Training  is  needed  for 

□  Agency  Oracle  Developer 

□  Continuing  education  opportunity  (Agency  will  be  billed  for  training.) 

□  Agency  contractor  (Agency  will  be  billed  for  training.) 

Full  class  fee  will  be  billed  to  registrant  unless  cancellation  is 
made  three  business  days  before  the  start  date  of  the  class. 

DeadHead  completed  form  to 

state  Training  Center,  Helena  College  of  Technology  of  the  U  of  M 
Phone  444-6800  FAX  444-6892 
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Published  monthly  by 


»j» 


Information  Services  Division  (ISD) 
Department  of  Administration 
Room  229,  MitcheU  Biulding,  Helena,  MT  59620 
406-444-2700  or  FAX  406-444-2701 

This  newsletter  is  dedicated  to  educating  and  informing 
with  pertinent  State  technology  news.  Alternative  acces- 
sible formats  provided  upon  request  to  persons  with 
disabilities. 

Articles  may  be  reproduced 

Materials  may  be  reproduced  without  permission  by  ref- 
erencing ISD  News  <&  Views,  the  month  it  was  printed, 
and  the  author's  name  which  is  at  the  end  of  the  article. 

FREE  Subscription 

Please  contact  Lois  Lebahn,  via  e-mail,  to  receive 
ISD  News  <&  Views,  or  if  your  mailing  information  is 
incorrect.  Include  your  name,  agenc)',  division,  bureau, 
phone,  address,  cit}',  state,  and  zipcode. 

Available  in  Various  Formats 

■  ISD  Box  #,  Deadhead  or  Mail 

■  www.state.mt.us/isd/current/news/mdex.htm 

■  ISD's  Value  Added  Server/guest/N«ScV 

To  Submit  an  Article 

Send  the  article  to  Trapper  Badovinac,  via  e-mail.  The 
deadline  for  inclusion  in  the  following  month's  newslet- 
ter is  the  I  St  week  of  the  previous  month. 


Printing  a  Distribution 

920  copies  of  this  public  document  were  printed  at  a 
cost  of  $600  plus  $18.25  for  distribution. 

Contacts  &  Editor 

Editor:  Trapper  Badovinac  (444-4917), 
ZIP!/Outlook  or  e-mail  at  tbadovinac@state.mt.us 

Layout:  Diana  MacDonald  (444-3170), 
ZIP!/Oudook  or  e-mail  at  dmacdonald(§state.mt.us 

Subscription:  Lois  Lebahn  (444-2073), 
ZIP!/Outlook  or  e-mail  at  llebahn(§state.mt.us 

ISD  Customer  Support  Center 

Available  for  any  problems  or  oppormnities  you  may 
have.  (444-2000) 


See  ISD  News  &  Views 
on  the  Internet! 

www.state.mt.us/isd/current/news 


Is  Your  Address  Correct?  if  not,  see  tree  subscription"  above. 
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